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THE GENERAL OBJECTIVE WAS TO HELP THE CLIENTS ATTAIN 
EMPLOYMENT READINESS. TWO-WEEK WORKSHOPS WERE HELD ON EACH OF 
THE FOLLOWING- -TRANSPORTATION AND ORIENTATION TO THE CITY, 
GROOMING AND PERSONAL HYGIENE, MONEY MANAGEMENT, AND HUMAN 
RELATIONS TRAINING AND JOB ORIENTATION. DAILY LESSON FLANS 
WITH OBJECTIVES SPECIFICALLY RELATED TO THE WORLD OF WORK AND 
THE CLIENTS' PERSONAL MANAGEMENT WERE DEVELOPED FOR EACH 
WORKSHOP. TEACHERS CONCENTRATED ON CONCRETE EXPERIENCES 
EXPRESSED IN SIMPLE QUANTITATIVE LANGUAGE FREE OF 
ABSTRACTIONS. QUESTIONS AND ANSWER SESSIONS, ROLE PLAYING*, 
FROBLEM SOLVING, DISCUSSIONS, AND FIELD TRIPS WERE THE 
INSTRUCTIONAL METHODS USED. CLIENT GROWTH WAS JUDGED ON THE 
BASIS OF TEACHER OBSERVATION AND THE CLIENT'S RESPONSE TO 
WORK EXPERIENCES. OF 1,218 CLIENTS ENROLLED, 831 COMPLETED 
ORIENTATION, AND 48 PERCENT OF THOSE WERE EITHER EMPLOYED OR 
ENROLLED IN OTHER PROGRAMS. CLIENTS WHO RETAINED JOBS WERE 
COMPARED TO THOSE WHO LOST THEM ON THE BASIS OF SEX, AGE, 
EDUCATION COMPLETED, I.Q., MARITAL STATUS, P* ICE RECORD, 

WORK HISTORY, AND THE DEGREE OF HIGH SUPFORT (PERSONALIZED 
CONCERN FOR THE CLIENT) PRESENT IN THE JOB SITUATION. THERE 
WAS NO SIGNIFICANT DIFFERENCE BETWEEN THE TWO GROUPS OF 
CLIENTS EXCEPT ON THE FACTOR OF HIGH SUPPORT PRESENT IN THE 
JOB SITUATION. IT SEEMED TO CONTRIBUTE TO JOB RETENTION. A 
STUDY OF 10 PARTICIPATING COMPANIES PROVIDING HIGH SUPPORT 
AND 10 PROVIDING LITTLE OR NO HIGH SUPPORT SHOWED THAT THE 
FORMER RETAINED 82 PERCENT OF THE CLIENTS WHILE THE LATTER 
RETAINED ONLY 28 FERCENT OF THE CLIENTS EMPLOYED. (EM) 








■ t 






EDO 16125 



” Special Manpower Volume 11 



■Ki'Bar— 

■^SmWUOhS £5S 5“S r u Wt£ '™ ,KW Wf 

smteo do mot MaemmS L™ » 0F WfW °* ow w 
PosmoM o> poucr R ' PMS£Nr 8fFICIAl 0Ffla «f education 









<*• * 



TABLE OF CONTENTS 



PAGE 



JOBS NOW: PURPOSE AND FUNDING AGENCY ii 

ADMINISTRATIVE POLICY COMMITTEE iii 



SECTION 

I WORKSHOP CURRICULA 1 

Transportation And Orientation To The City 3 

Grooming And Personal Hygiene 18 

Money Management 28 

Human Relations Training 67 

II INNOVATIONS 75 



III PARTICIPATION OF BUSINESS, INDUSTRY AND LABOR 

IV A PICTORIAL ACCOUNT OF JOBS NOW 

APPENDICES 



RESEARCH INTO CLIENTS ENTERING EMPLOYMENT 88 

STATISTICAL SUMMARY 93 




II 



J OBS NO r- 3 



U.S. DEPARTMENT Of HEALTH, EDUCATION & WELFARE 
OFFICE Of EDUCATION 



THIS DOCUMENT HAS BEEN REPRODUCED EXACTLY AS RECEIVED FROM THE 
PERSON OR ORGANIZATION ORIGINATING IT. POINTS OF VIEW OR OPINIONS 
STATED DO NOT NECESSARILY REPRESENT OFFICIAL OFFICE OF EDUCATION 
POSITION OR POLICY. 



A Project To Find Employment For 3,000 Young Men And Women, 
Provide A Unified Approach To Employment Of The 
Disadvantaged And To Operate A Seminar 
Center For Personnel Involved In The 



Recruiting, Training, And 
Employment Of The 
Disadvantaged 



Funded Through A Grant By The Manpower Administration Through 
The Office of Manpower Policy Evaluation and Research of the 
Department of Labor as a demonstration project, in cooperation 
with the United States Employment Service 



STATUS REPORT NO. 3 



May, 1967 



1020 South Wabash Avenue 
Chicago, Illinois 60605 
922-3414 



• • 
li 




i 



ADMINISTRATIVE POLICY C0W4ZTTEE 



Sponsored by: The Young Men's Christian Association of Metropolitan Chicago, 

The Chicago Urban League, The Illinois State Employment Service 
and The City of Chicago: 



Chicago Area Project 

Chicago Association of Commerce 
and Industry 

Chicago Boys Clubs 

Chicago Business Industrial Project of 
the Chicago City Missionary Society 

Chicago Federation of Settlement 
Houses and Neighborhood Centers 

Chicago Tri-Faith Employment Project of 
the Chicago Conference on Religion 
and Race 

Chicago Youth Centers 

Community Services Committee, Chicago 
Federation of Labor- Industrial Union 
Council (AFL-CIO) Welfare Council 

Cook County Adult Probation Department 

Cook County Department of Public Aid 

Coordinating Committee of Community 
Organizations 

Division of Vocational Rehabilitation 



Chicago Commission on Youth Welfare 
Chicago Commission on Human Relations 
Chicago Committee on Urban Opportunity 
Chicago Police Department 

Greater Lawndale Conservation Commission 
Hull House 

Illinois Youth Commission 

JOBS (Job Opportunities through Better 
Skills) 

JYDC (Joint Youth Development Project) 
Jobs For Youth (Sears YMCA) 

Southern Christian Leadership Conference 
STREETS 

Student Woodlawn Area Project 
The Woodlawn Organization 

a 

United States Probation Office 
West Side Federation 

Young Women's Christian Association of 
Metropolitan Chicago 



iii 



SECTION I 



CURRICULUM 



workshops 

The following lesson plans or overviews recount the kinds of experiences 
being shared by the teaching staff and clients. Within the framework of the 
overall objective of employment readiness, each day has an objective with 
experiences planned and organized to realize these objectives. A flexible 
planning schedule is observed in order that sufficient time be given to those 
areas requiring greater attention. Also, a means of evaluation to assess e 
extent to which objectives are met is employed. 

Objectives are related specifically to the world of work and the client's 
personal management. Within the three workshops, it is important to focus on 
the knc’/ledge, skills, and attitudes a client needs as he enters employment. 

The suggestions of the Job Program Development Staff and Coaching Staff are 
helpful in planning class experiences that are closely related to the works. 
Observations by the teacher also provide some insights into areas that need 
attention. 

The teachers concentrate on concrete experiences expressed in simple quanti- 
tative language free of abstractions. Their goal is to keep clients as active 
as possible. Question and answer sessions, role playing, problem solving, dis- 
cussions, and field trips are used. Teacher oriented lecture techniques are 
not effective in retaining the clients' attention or in helping them to concept- 
ualize. The flexible lesson plans permit much of the learning to develop as an 
outgrowth of spontaneous input by clients. 

Evaluation is not usually done with paper and pencil instruments. Instead, 
the criteria for assessing growth is the response of the clients, as they re- 
late their experiences in the Orientation Center to the world of work. Changes 
in behavior can be observed, particularly in the area of grooming. Such subjec- 
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tive impressions are not the most valid; however, they are done with the under- 
standing that learning is a cumulative process. Hopefully, what is begun in the 
Orientation Center may be further developed and reinforced on-the-job, thereby, 
permanently affecting a change in the client's behavior. 
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AND 
AN 

INTRODUCTION TO THE TRANSPORTATION SYSTEM 

Prepared by: Fred C. Matthews, III 

Instructor 




3 



INTRODUCTION 



One of the major needs of the client in JOBS NOW Project is awareness. 

Many clients are not aware of the organizati© and structure of the total 
Metropolitan area. In particular, they are not aware of the urban trans- 
portation system. These Daily Lesson Plans will describe some avenues of ap- 
proach that will enable and facilitate the client's understanding of the trans- 
portation system and give the client the opportunity to become aware of the 
many facets of urban living. 

The majority of the clients that enter the workshop assume that they know 
the city as well as anyone else, since they have been living here all 
of their lives. This is an erroneous assumption. Indeed, they are familiar 
with their own immediate aieas. Their lack of familiarity with areas outside 
of their own communities, however, and their hesitant attitudes toward catching 
buses, elevated trains, and suburban lines suggests the need for more learn- 
ing . This is quite evident when a job is offered on the far north si do of 
the city and the client lives on the far south side of the city. A client 
could be expected to refuse such jobs if his ignorance of the city and thfc 
transportation lines would cause him to anticipate an inordinate amount of time 
in traveling. 

It is hoped tbnt the experiences set forth in this plan will enable a client 
to learn and to enjoy success. These fellows and young ladies are hungry for 
these types of endeavors. As a eacher my objective is to expense the clients to 
as much knowledge and as many facts as I possibly can. Utilizing their expressed 
needs, other challenges are set up by me. Hopefully, as an end result of 
their accepting the challenges, the clients will experience successes that will 
provide the needed foundation for entrance into employment. 

F.G.M. 

Instructor 
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DAILY LESSON PLAN 



TRANSPORTATION AND ORIENTATION TO CITY 

FIRST WEEK 
Monday 

Objective: TO GEt ACQUAINTED WITH THE CLIENTS AND EXPLAIN WHAT THEY CAN EXPECT 

IN THE WORKSHOP DURING THE TWO WEEKS. 

A RELATIONSHIP BETWEEN CLIENT AND TEACHER WILL EMERGE ON THE FIRST 
DAY. THE FOLLOWING ACTIVITIES ARE USED AS A MEANS TO ACHIEVE A 
RAPPORT THAT WILL LEND ITSELF TO AN ON-GOING RELATIONSHIP: 

1. Welcome the clients. Suggestion: Initiate an informal conversation if it 

is cr.fortable, use jargon familiar to the clients. Do not appear as though 
your comments are meant to be condescending or simply a facad of unrealistic 
mannerisms. Talk about something current and common to every member of the claen 

Example: Rapid Transit train falling off of the elevated structure in October 

1966. 

2. Present a overview of the two-weeks. Suggestion: Clearly define the pur- 

pose of the class and where it fits in with reference to the total program. 

Also show where the class is related to the world of work. Use the chalkboard 
to illustrate a sequence of events that can be anticipated. Some of the events 
are as follows: (1) field trip— clients go out into the city and utilize buses, 

elevated trains, subways, and suburban bus lines to locate points of interest 

in area not familiar to them. The fare is provided by JOBS NOW. (2) Clients 
are asked to leave home in the morning and travel by Chicago transportation to 
a company in the suburbs. Upon arrival they simulate punching the clock with 
the teacher and then observe the work situation in the company. (3) Clients 
have the opportunity to. organized the class into a mock city and carry our var- 
ious functions of city officials. (4) Materials such as maps aids in develop- 
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ing an awareness of how important it !• to be able to get to the Job, how to 
properly use the city and suburban transportation systems, and be aware of 
the total layout to the city. 

3. Role playing is introduced. Suggestion: Set up role playing exercises 

in which clients state the importance of transportation. Example: One client 

on the far southside is given an index card with the name of a company on the 
far norths: de, a time to report, and he must use CTA transportation because he 
doesn’t own a car and it is cheaper than any other transportation. Generally 
clients end up using a Rapid Transit map and actually seeing the need for trans- 
portation and an awareness of the total city. 

Note: When the fact is mentioned that CTA transportation is cheaper* the client 

is told that in the Money Management Workshop the teacher will show him how he 
can figure all of his expenses out and save money by doing so. 

4. Question and answer period. Suggestion: This time is set aside to clarify 

all questions regarding what is going to happen during the two weeks. Antici- 
pate questions about total program structure, not only questions about material 
presented. Make sure every question is answered thoroughly. Be ’’for real”. 

That is, talk in concrete terms using simple quantitative lanaguage. Avoid 
vague abstract ideas. 

5. REVIEW: Highlights of class presented so that clients detained for various 

reasons can pick up basic information presented. Ask clients for their comment* 
Ask questions if necessary to direct the conversation. 

6. Evaluation: 

(a) Did the clients seem to relax and participate? 

(b) Was there real interaction? 

(c) Can the clients demonstrate understanding of workshop goals? 

(d) Does the client see a realistic need for materials? 
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This evaluation can be done by verbal means. Example: Have client give one 

word to describe the class, the teacher, and inally, his general feelings. 

Tuesday 

Ask yourself the following question: 

Objective: TO PRESENT CLIENT WITH FACTUAL INFORMATION CONCERNING THE ORIGIN 

OF AND FUTURE PROJECTION OF THE CHICAGO TRANSIT AUTHORITY. 

The client needs a general background that will enable him to relate histori- 
cally and be able to anticipate future development in transportation. The follow- 
ing material will attempt to provide this. 

1. Present historical background on the transportation system through visual 

aids. Exavle: Utilize the opaque projector to show pictures of the earli- 

est transportation in Chicago up to the present day transnortation. 

2. Show pictures of future plans for Chicago. 

3. Take excerpts from literature published by CTA to give dates and special 
events that were important to the development of the system used today. 

4. Re-emphasize the role of transportation in the city and the relationship 
it has to world of work. 

5. REVIEW: Highlights of class will be presented so that clients absent for 

various reasons can pick up basic information presented. 

6. Evaluation: Through questions and answers the teacher can evaluated the 

client. 

1. What year did CTA become an authority? 

2. What are some future plans for the city? 

3. What role does transportation play in the city? 

Why is transportation important in the world of work? 
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Wednesday 



Objective: TO ENABLE THE CLIENT TO UNDERSTAND THE URBAN TRANSPORTATION SYSTEM 

AND TOTAL LAYOUT OF THE CITY. 

There is a tremendous need for the client to be exposed to the total city. 
One way of doing this is through maps. The CTA publishes a Rapid Transit map 
that shows all of the bus, "L", subway, and suburban lines in the city. If 
the client receives a basic understanding of this map and can use it properly, 
he can travel to any place in the city. 

1. Introduce map and explain its significance. 

2. Discuss the information found on the map. Allow the clients to look for 
and to discover information. 

3. Explain directions. 

4. Describe the numerical listings of CTA routes. 

5. Discuss the Central Business District. 

6. Explain Points of Interest . How these will be used in future exercises, 
how thes may represent areas in which clients are to be employed. 

7. Have clients become extremely familiar with the legend on the map. The 
legend is a guide to the proper usage of the map. Clients will receive a work- 
sheet with symbols taken from legend on the map and must be able to identify 
symbols. 

8. Explain certain boundaries and city limits. 

9. REVIEW: Highlights of class will be presented so the clients absent for 
various reasons can pick up basic information presented. 

10. Evaluation: Ask clients to identify certain terms, i.e., marginal inform- 

ation, key to points of interest, symbols found in the legend, etc.. 

Thursday 

Objective: TO GIVE THE CLIENT THE OPPORTUNITY TO DEMONSTRATE HIS KNOWLEDGE OF 



8 



THE MAP AND ENHANCE HIS AWARENESS OF THE TRANSPORTATION SYSTEM OF THE CITY. 

1. Exercise using rapid transit map. The client will "travel" throughout 
the city on paper by utilizing the key to points of interest found in the 
marginal information of the map for directions. The starting point will 

be the subway stop at Roosevelt Road and State Street. The client must write 

out on paper how he would travel from one point to another and what route 
hw would take. 

2. Another exercise is to have the clients plan a trip to the companies 

that cooperate with the program. For this exercise, the client* will use their 
homes as starting points. 

Note: Music is played the background as the client is "taking his trip" on 
paper. The music played is easy for the clients to relate to, i.e. Wes 
Montgomery, and Lou Rawls. 

3. REVIEW: Highlights of the class will be presented so that clients absent 
for various reasons can pick up ths basic information presented. 

4. Evaluation: 

(a) Are the clients more aware of the bus, "L", subway and suburban trans- 
portation lines? 

(b) Are the clients aware of the total layout of the city, (a) and (b) 

above can be determined from written responses on exercises. 



Friday 



Since it takes the clients approximately two (2) days to complete the map 
exercises, 20 minutes of Friday's period is used by them to finish. Upon com- 
pletion of the exercises begins. This exercise deals with a huge map of Chicago 
that is 12 feet long and 6 feet wide mounted on the wall in the classroom. This 

map has every street in the city of Chicago located on it. The clients partici- 

pate in the following activities: 

1. Three clients give addresses to three other clients. The clients that re- 
ceive these addresses have to go to the map and locate the addresses. This is 
rotated so that each client has an opportunity to participate. The last 15 
minutes of the period is devoted to a briefing on the field trip (exercise) 
that will take place on Monday of the second week. 

2. Field trip briefing for Monday of Second Week. 

a. Clients will received identification slip with a number *aken from "Key 
To Points of Interestf'in marginal information of naps. 

b. Money, 60<(.* will be give to each client. 

c. Client is to go to destination and have slip signed and gather material 

that will help him document his trip. 

d. Time Limit: One hour and 20 minutes. 

e. Clients should go in pairs 

3. REVIEW! Highlights of class will be presented so that clients absent for 
various reasons can pick up basic information presented. 

4. Evaluation: Determine by written responses on exercises, the understanding 

of the field trip planned for next Monday. 
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SECOND WEEK 



Monday 

Objective: TO GIVE THE CLIENTS AN OPPORTUNITY TO DISCOVER AND EXPLORE AREAS 

AND PLACES IN THE CITY WITH WHICH THEY ARE NOT FAMILIAR. 

The client definitely needs to travel into areas of the city other than 
those in which he lives. In most instances, the client will not be working in 
his community area, but outside of it. One way to do this is to direct the 
client to travel, on his own, to various locations in the city. Suggestion for 
field trip: The teacher will pick out certain areas and places for the clients 

to go. These places will be taken from the list, Key To Points of Interest in 
the City, found on the Rapid Transit Map. The project provides 60* for each 
client participating in the exercise. The client will receive an identification 
number corresponding to the places of intrests. These numbers are scattered 
throughout all parts of the city on the Rapid Transit Map. Therefore, the client 
will have to have a working knowledge of the map. Only CTA transportation is 
used while participating in this exercise. Twenty-five clients at a time take 
part in the exercise. When the destination is reached, the client will have to 
have the identification slip signed, pick up pamphlets, books, etc,, that per- 
tain to the place of interest, and take as much time as is available to tour 
the area. One hour and twenty minutes is devoted to this exercise. 

No preferential treatment is given the client at his destination. He, there- 
fore, must present himself in a manner that will result in his getting the full 
benefit of the placfc of interest. 

1. Clients will get lost. However the identification slip will have the tele- 
phone number of the project on it. 

2. Clients will become involved in the place of interest and forget about time. 

3. Most of the clients will have certain fears about going into gang infested 

areas . 
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Note: None of the places of interest are in gang infested areas . 

4. Individuals going places other than designated destinations. The ex- 
ercise will have to be nonitored by at least four staff members who 
will insure that clients leave the JOBS NOW area for their destination. 

5. Young ladies who have not had the e~oerience of most fellows traveling 
through the city, need particular attention so that they know exactly 
where they are going and by what means of transportation. 

Note: If clients are absent on day of exercise, they will be scheduled for it 

the next day. 

The switchboard operator handles all calls regarding the exercise and has 
a log so that the teacher can be aware of the clients’ whereabouts. 

A short discussion of about 10 minutes is held immediately following the 

return of a group of events. The discussion centers around any impressions the 
clients may have of the trip. 

Evaluation: 

1. Charting Method--The charting method is setting up four columns on the 
chalkboard and titling the columns (1) Reactions, (2) Concerns, (3) Awareness, 

and (4) Results. The clients give their opinions and observations of the exercise, 
and this is written in under one of the four columns. A discussion then develops 
centered around different points listed on the chart. 

2. Did the clients show an appreciation for the opportunity to explore areas 
unfamiliar to them? 

3. Have the clients document the exercise by writing on paper their exper- 
ience. 

4. Can the clients exhange through group discussion with their classmates, 
their experiences? 
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Tuesday 



Objective: TO HAVE THE CLIENT DISCOVER THE 76 COMMUNITY AREAS IN THE CITY. 

There are 76 community areas in Chicago with distinct names and character- 
istics. 

The following sequence of activities is suggested: 

1. Have the client locate his community area by using a map showing all com- 
munity areas in the city. 

2. The client will then describe his area to the best of his ability. 

(a) Improvements needed in community 

/ 

(b) His responsibility to community 

(c) How can he help in community 

(d) How do other see him in community 

3. Discuss community boundaries and companies that are located in various 
communities. 

4. Have the client draw a diagram describing his neighborhood with in his com 
munity area. 

5. Show pictures of different community areas (filmstrips). 

6. REVIEW: Highlights of class will be presented so that clients absent for 

various reasons can pick up basic information presented. 

Evaluation: 

1. Is the client now aware of the community areas? 

2. Does the client realistically see himself as a responsible member of that 
community? 

3. Did the diagram reflect a definite awareneis and concern for the neighbor- 
hood? 
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Wednesday 



Objective: TO HELP THE CLIENT SEE REAL SUPPORTS THAT ARE AVAILABLE ON JOBS 

IN AREAS THAT ARE CONSIDERED "TO FAR TO GO AND WORK". 

Quite a few clients just do not wish to work in an area so far away that it 
would entail their riding CTA transportation. Many would b to get up and out 
of the house approximately 2 hours sooner than if they had a job closer to home. 
With the cooperation of the Job Program Developers, a role playing situation has 
developed. The Job Program Developer will discuss the high support found on jobs 
in areas that are remote and high suppor* in general. The Job Program Developer 
will play his normal role and one of the clients will present reasons why he 
doesn't want to work in a given area. They will be simulating a Job Program 
Developer — Client interview. Some of the questions usually asked by the clients 
are: 

1. Why work an hour and a half from home? 

2. What benefits are there? 

3. How much money will be paid? 

REVIEW: Highlights of class will be presented so that clients absent for var- 

ious reasons can pick up basic information presented. 

Thursday 

Objective: TO PROVIDE GENERAL INFORMATION CONCERNING THE CITY AND ITS STRUCTURE 

WITH EMPHASIS ON CITY GOVERNMENT. 

1. Discussion covering who's who in public office. 

2. Organizational structure of the city. Clients will act out part of various 
city officials while being confronted with city problems. A Mayor controls the 
classroom city for one day. 



o 

ERIC 



14 



3. Discussion centered around City Organization Chart. 

4. Discussion covering function of city officials. 

5. Develop understanding of wards. Aldermen, and Precinct Captains. 

REVIEW: Highlights of class will be presented so that clients absent for various 

reasons can pick up basic information presented. 

Evaluation: 

1. Did the clients demonstrate imagination and interest in roles played? 

2. Does each client know the ward, the Alderman, and Precinct Captain in his 
area? 

3. Did the city appear less complex to the client? 

Friday 

Objectives: 1. HAVE THE CLIENTS EVALUATE THEMSELVES WITH RECARD TO THEIR 

KNOWLEDGE OF THE URBAN TRANSPORTATION SYSTEM AND THE CITY. 

2. ISSUE TELEPHONE DIRECTORY COVERING MATERIAL INVOLVING TOTAL CITY. 

3. HELP CLIENTS LOCATE THE COMPANY TO WHICH THEY HAVE BEEN REFERRED. 

Activities: 

1. Quiz — ’’Did You Forget?” Clients will have to find certain locations and 
answer questions covering the material presented during the two weeks. 

2. Introduce telephone directory and emphasize the fact that this little book- 
let is almost the class in a "nutshell”. 

3. Set up a problem solving situation in which a place of anticipated employment 
cannot be located, i.e., give him a significant place to find that he is famil- 
iar with close to the company. Bring him still closer with another location to 
be found. 

4. Discussion and explanation of the hottest current problem in the city. 

5. REVIEW: Highlights of class will be presented so that clients absent for 

various reasons can pick up basic information presented. 
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Evaluation: 



1. Results of quiz. 

2. R' actions, attitudes and disposition of client. 

3. Does client know where he is going for the job interview? 
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DITTO MATERIAL AND HANDOUTS 



-Where to call with your complaint 
-Exerci'e covering legend of map 

-Exercise involved with locating key to Points of Interest in the city of Chicago 
-List of offices found in political structure of the city 
-Pyramid numbered squares reflecting position of each political office 
-Letters of identification for transportation exercises 

VISUAL AIDS 

Primary piece of equipment: Overhead (Opaque) Projector and screen 

EDL Machine 

Pictures of early transportation in the city 
Other cities and their transportation problems 
Emphasis on certain areas of city (maps) 

RESOURCE MATERIALS AND COOPERATING AGENC IES 

Public Relations Division— City Hall— Dan Lydon 

Public Information- -City Hall— Mr. Pat Cunningham 

Public Information-- Department of Development- -Mr. John Taafe 

Graphic Aids-- City Hall — Mr. Mclnery and Mr. B. Dean 

Municipal Library— City Hall 

Public Services— Chicago Transit Authority— Mr. McStay 
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PAMPHLETS AND BOOKS 



Knowing Chicago— Mayor's Office, City Hall 

You And Chicago — Muriel Sturiak-Benefic Press, Chicago 

Telephone Directory covering material involving the total city 

Chicago and You— Chicago Commission on Human Relations 

See Chicago— CTA Charter service 



OTHER MATERIALS 

Rapid Transit map of Chicago 

Community area map of Chicago 

Ward map of Chicago 

Map of Chicago covering entire city 

Manuscript covering origin of CTA 

Call Them Heroes-Series of articles concerning an individual starting from nothing 

and rising to success 



Phonograph 
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WORKSHOP IN 

GROOMING AND PERSONAL HYGIENE 



Prepared by: Gertrude Jones 

Instructress 
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INTRODUCTION 



On the first day of orientation, the clients are often puzzled and react 
to the uncertainty of the new situation. There are questions in their minds — 
What is goj T ig to happen? — Will I be accepted? — How will I be accepted? — What 
are my shortcomings?- --How will I fit in? Keeping this in mind and remember- 
ing that the long range objectives of the Grooming and Hygiene workshop in an 
awareness of the importance of cleanliness and good grooming, clients are 
oriented to the suject matter to be covered in the workshop. 

Clients discuss commercials on television centered around good grooming 
and hygiene. This usually results in full participation since everyone spends 
some time watching television. Clients discuss the different situations pre- 
sented in the commercials. They begin to relax and openly comment on certain 
phases of some commercials, e.g., the girl whose date shakes her hand when he 
brings her home at night rather than kisses her. 

Clients are placed in role playing situations and act out such things as 
a person with body odor. The group will then discuss different methods of ad- 
vising someone of this problem as well as simple methods of correction. The 
client may respond negatively. However, those with such a problem will think 
about what has been said, and hopefully, attempt to correct the situation. 

Much emphasis is placed on the proper way to dress for an employmen in- 
terview. Emphasis is given to grooming and neatness. Each client is asked to 
give a description of his idea of a well groomed man or women. There are those 
who debate the importance of proper dress and cannot be convinced by simply 
presenting a right and wrong way. Particular attention must be given to these 
individuals in order to involve them in workshop activities. 
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JOBS NOW 



Daily Lesson Plans 
GROOMING $ HYGIENE 



First Monday 

The first thought to come to mind is how to make the client feel a need 
for and an awareness of the information that I am going to present to him. I 
feel there is a basic need to create a relaxed atmosphere in order to first 
gain the attention of the class and second to gain the cooperation from the 
class. To do this I've tried to select a common interest that should elicit 
full -participation: how each of us looks . Since this is a grooming and 

hygiene class, first we focus attention on personal hygiene. 

I . WHAT IS PERSONAL HYGIENE? 

Personal hygiene deals with tne care of the body. 

I I. WHAT IS GROOMING? (Personal Appearance) 

Grooming or appearance deals with the outward appearance of a person: 

How one dresses, how one grooms himself, and how grooming and hygiene go to- 
gether. To be well groomed, one must first have a clean body! 

To study cleansing and grooming of the body, we sub-divide the body. The 
head is first considered. This will include the hair, the eyes, the ears, the 
nose, the mouth, the teeth, and the breath. The class is allotted two or three 
minutes of time to recall the commercials they have seen on television dealing 
with care of the head and areas around the head. They are also asked to try to 
relate the situations involved in the commercials to the class. 

USING COMMERCIALS 

Many of the commercials on television deal with the care and protection of 
body, grooming, and personal appearance. There are skillful attempts being made 
by sponsors of different products to convey to us how attractive, successful. 
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and popular we would be if only we used the products and services advertised. 
Clients are asked to evaluate the commercials in the following way: 

1. What does this product promise? 

2. How do people react to you before using the product? 

3. How will they react to you after using this product? 

PRODUCT 



1 . 


(HAIR) 


2. 


(EYES) 


3. 


(EARS) 


4. 


(TEETH) 


5. 


(MOUTH) 


6. 


(FACE) 


TUESDAY 





Creams, Shampoos, Coloring, 

Eyewash, Eyeshadow, Eyelashes, Eyeliner, etc. 

Q-tips 

Colgate toothpaste, Crest, Cleem, Polident, KVmture Cleanser, 
Poligrip) Denture cream, Dentine chewing gun,. 

Washes: Listerine, Colgate 100, Micrin, Certs. 

Shaving creams. Lotions, Night creams, Razors, Razor blades etcr 



Today we concentrate on the area of the body from the neck down. The clients 
knowledge of television commercials is utilized again. 

I. What commercials can we think of that deal with the uiderarms? This is the 
area of the body where we perspire the most. 

A. What causes perspiration? 

B. How does perspiration relate to underarm odor? 

TI. What about hair under the arm pits? 

A. What does underarm hair do for your appearance? 

B. How does underarm hair help to hold odor? 
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Name some commercials dealing with the prevention of underarm odor. 

Ban (Spray and Roll-on) 

Rightguard 

Secret 

Relelon High $ Dry 
Tussy 

III. CARE OF THE FEET 

Have you ever had such tired feet that you really just wanted to sit down 
and cry? Think about this for awhile! 

What is the responsibility of your feet to the rest of your body? Every- 
where that the body goes, the feet are responsible for getting it there. How 
much serious thought is given to them. Do we wear shoes that are too tight or 
too loose? We are forever aware of our face and other parts of the body, but, 
oh, how we neglect our feet! Only when we begin to develop corns and callouses 
do we give them attention. How often are we guilty of washing our feet and then 
putting on the same stockings that we have been wearing for two or three days? 

We spend more time cleaning and preparing all other areas of the body. But when 
we think of the feet, we think in terms of moving about. If we would take better 
care of our feet, we would find our day going faster and we would be more relax- 
ed at the end of the day. 

WEDNESDAY 

Discussion: Situation — Body odor (friend, classmate, etc.) 

Question: How would you tell someone that they had a body odor without embar- 

rassing them? Clients are asked their opinion on this situation. Each person prob- 
ably has a different way of approaching and handling this situation. Class will 
discuss this situation at length. 
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No conclusion has to be reached. However, clients become aware of the fact that 
this could happen to them if they ignore the causes of B. 0.. 

Question: (Same situation) 

How would you react if I were to ask to see (name client) after class has 
been dismissed and say to him or her, "John did you forget your deodorant this 
morning?" 

Discussion: — Open 

When we have a problem, do we live with this problem or do we make use of 
the solutions available to us. Deodorants and soaps are available. 

Discuss at Length Pros and Co ns 
THURSDAY 

Clients are asked to place hands on table. Instructor goes around checking 
hands and fingernails. Those clients whose nails and hands are dirty are given 
a brush and soap and sent to the face bowl to clean them. Then nails are cut 
and shaped. 

Clients are asked to come to class the following day dressed as they would 
dress for an interview situation. They are not given any instructions on how to 
prepare themselves. 

FRIDAY 

Dressing For An Interview 

1. Each client is asked what he did to prepare for his interview. 

2. Clients discuss each other* s appearance. 

3. Suggestions are made as to what could have been done to improve each 
persons appearance. These would include: 

HAIR - Haircut - Style - Process etc.) 

FACE - (Clean shaven - Beard - Make-up - Eyes - etc.) 
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CLOTHES 



Are they clean, wrinkle-free, and lint- free? 

(a) How do they look on the person? 

(b) What would make them look better? 

(c) Shoes (shined - scuff free) 

Self evaluation, using evaluation chart. 

Second Week 
MONDAY 

"The past should be used as a passport to the present; we should learn from it 
and then buiy it". 

"He who has health has hope, and he who has hope has everything". 

(USING PICTURES OF A MODEL ON THE BOARD) 

1. Select the ideal model dressed for an interview. What is there about 
this model tha strikes you most? 

2. What would you do differently than the model? 

Discuss all models on the board . 

TUESDAY 

Does appearance count? 

Company personnel has been trained to cite personal appearance, neatness of 
dress and good grooming as guidelines to determining maturity, motivation, 
compatibility and general employability. 

The hiring of people is done by people, and personnel people are influenced by 
appearance , dress , and grooming . 
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